






Emails and in-person meetings, while they can be helpful, are only for informal guidance; any substantial changes to the 
approved scope of work must be submitted as an Amendment for formal review and approval, and will receive an official, 
signed response on DHR letterhead.   
 
NOTE: If the project has already been completed at the time that the Part 2 application is submitted, the Part 3 application 
must also be submitted concurrently.  As a reminder, for the State HRTC Program a complete Part 3 application must be 
submitted within one year of the project’s completion date – failure to meet this deadline will result in a project that is no 
longer eligible for State credits. 
 
Completing the Part 2 Form – please type all materials 
First Page of the Form 
This page must be the official first page, must bear the applicant’s original signature, and must be dated. All relevant 
blanks and check boxes should be filled out. 
 
The estimated total rehabilitation costs must be reported on the form.  For a project involving multiple buildings that were 
functionally related historically, the costs reported on the form must be the total estimated rehabilitation costs of the entire 
project. If the rehabilitation project is Phased, the costs reported on the form must be the total estimated rehabilitation 
costs for all Phases.  
 
Detailed Description of Rehabilitation Work  
In accordance with the Regulations governing the HRTC Program, the written application takes precedence over all other 
submitted documentation (drawings, photographs, etc.). The written description must be comprehensive and include all 
treatments proposed for the historic buildings, non-historic structures, and site. All work will be evaluated for compliance 
with the Standards. Undescribed work that does not meet the Standards may result in completed work that must be 
remediated, or a project that ultimately cannot be certified as a completed rehabilitation.  

Your description of work should include the following: 
• A description of all work that will occur on the property, not simply work for which the tax credit will be sought. 

Please describe the existing condition of each category of architectural feature, followed by the proposed 
treatment of this feature.  Commonly used categories include features such as the “Site,” “Roof,” “Windows,” 
“Exterior Doors,” “Floorplan,” etc.  If no work is planned for a particular architectural feature, we recommend 
including this feature as a category and noting in the text that no work will occur to this feature. 

• The more specific the project descriptions are, the easier it will be for reviewers to understand the proposed work 
and its impact. Stating “all walls will be repaired to the extent possible” is too ambiguous, since it can be taken as 
anything from “retain and restore the historic wall finishes” to “completely remove the historic wall finishes and 
replace them with new material.”  A better description includes identifying the existing wall construction and finish, 
typical wall conditions and deterioration in different locations, and a description of the repair method(s) to be used. 

• At the bottom of each box of the application, where indicated, note the relevant photographs or drawing numbers 
that document the existing feature.  

• For Phased projects, to the extent that the proposed scope of work is known, please describe it in the text.  If 
future Phases of work are not fully developed at the time of the Part 2 submission, you must submit Amendments 
providing full details for work to be done in later Phases as this information becomes available. It is important to 
provide as much information – even on future Phases – as is possible during the initial submission of the Part 2 
application.  Where information is not yet known, it is a good idea to be clear about that within the Part 2 narrative. 
 

Additional Required Materials 
Photographs and photo key. Submit photographs showing the interior and the exterior of the building(s) before 
rehabilitation. Include photographs of the building’s site and environment, all of the building’s sides, all major interior 
spaces and features, and representative secondary spaces and features, including areas where no work is proposed. Key 
photos to a floor plan, and if applicable, to a site plan.  Please note: if the photographs submitted with the Part 1 
application comprehensively documented the property, then it may not be necessary to submit additional photographs of 
the property with the Part 2. 
 
Architectural drawings or sketches. Submit architectural drawings or sketches showing the existing conditions of the 
property and the proposed rehabilitation work.  Include floor plans and, where necessary, sections and elevation 
drawings. Separate drawings must show the “before rehabilitation/existing” and “after rehabilitation/proposed” conditions - 
do not combine before/after conditions onto a single drawing unless no changes are proposed for the plan or elevation.   
For smaller/less-complicated projects, hand drawn sketches may suffice. Plans should be sufficiently detailed to show 
existing wall configurations and any anticipated changes. Floorplan and elevation drawings must be submitted for any 
new additions or new construction.  Dimensions and construction notes, if applicable, must be clearly legible.  Drawings 
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must be numbered and keyed to the application narrative. All work on the drawings must be described in the application 
text. Work shown on the drawings that is not also described in the narrative of the Part 2 application should not be 
assumed to be approved.  

Not all drawings may be necessary to include.  For example, mechanical, plumbing, and electrical plans for work 
contained within the existing walls and ceilings typically do not contain information that is pertinent to the review of the 
Part 2 application. However, the introduction of new chases, soffits, or exposed mechanical/plumbing/electrical systems 
can impact the character of historic buildings, and these features must be reviewed and approved by DHR and NPS.  If 
new systems cannot be fully concealed within the existing and new walls and ceilings, then drawings depicting their 
proposed locations and sizes —including reflected ceiling plans—will likely be necessary.  If you are unsure whether to 
include a particular drawing, DHR Review Staff can assist with this determination. 

As much as possible, drawings should be printed on paper that is no larger than 11” x 17” for ease of DHR/NPS review.  
This guidance does not apply to very large or complex buildings or projects – if full-sized drawings are necessary for the 
full building to be shown or details to be legible, it is acceptable to provide larger drawings for DHR/NPS review.  
Regardless of project size, “before rehabilitation/existing” and “after rehabilitation/proposed” drawings should be printed 
at the same architectural scale and orientation to facilitate review, and a directional arrow should indicate North.

Other Items 
Depending on the particular circumstances of your project, additional materials may be necessary for DHR to complete 
the review.  For example, when wholesale removal and replacement of a feature is proposed — i.e., significant plaster 
removal, or the replacement of historic windows – a photo survey of the existing conditions of that feature(s) may be 
required to document the necessity of that work.  Specification sheets for new or replacement materials — such as new 
windows or doors — may also be necessary.  If you are unsure if additional materials will be necessary for your project 
submittal, DHR Review Staff can assist with this determination. 

AMENDMENT/ADVISORY DETERMINATION (Amendment Form) : 
This is also known as the “Continuation/Amendment” application for projects only seeking participation in the State 
Program. 

We understand that projects change, or that new information can come to light during a rehabilitation.  If your project 
changes after the submission and review of your Part 2 application, all new information or changes must be submitted to 
DHR/NPS for review and approval.  This new information and changes to the work scope must be submitted with an 
Amendment Form with an original applicant signature.   

As a reminder, emails and in-person meetings – while they can be helpful – are only for informal guidance. Any 
substantial changes to the previously approved scope of work must be submitted as an Amendment for formal review and 
approval, and will receive an official, signed response on DHR letterhead.   

Use an Amendment Form to: 
• Submit additional information requested by DHR or NPS.
• Inform DHR and NPS of a change in ownership.
• Amend a previously submitted Part 1, 2, or 3 application because of a change in the proposed work scope.
• (Federal only) Request an advisory determination as to whether a completed phase of a phased rehabilitation

project meets the Standards.

Completing the Continuation/Amendment Form – please type all materials 
This page must be the official first page, must bear the applicant’s original signature, and must be dated. All relevant 
blanks and check boxes should be filled out. 

To amend a previously submitted application, briefly describe the changes to the originally proposed scope of work in the 
provided narrative text box on the first page of the Amendment Form.  This can include a note of any additional 
information requested by the DHR/NPS reviewer in the previous response letter or a general summary of the 
Amendment’s contents. Additional sheets should be used to fully describe the new information/changes that are being 
presented for review.   

Include any attachments (photographs, drawings, specification sheets, etc.) necessary to understand the proposed work. 
If changes to previously reviewed plans or elevation drawings have been made in the Continuation/Amendment Form, 
please be sure to either highlight or otherwise call out the changed area graphically on the new plans so that the Reviewer 
can easily tell where changes were made. 
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NOTE: Failure to submit Amendments addressing the requested additional information and/or changes to the proposed 
work scope may result in a delay of the review and approval of the Part 3 application, or even in project denial.  It is the 
applicant’s responsibility to ensure that DHR and NPS have had an opportunity to review and approve the work scope. 

STATE PART 3 – REQUEST FOR CERTIFICATION OF COMPLETED WORK: 
The Part 3 application requests certification that the completed project meets the Standards. If it is determined that any of the 
completed work does not meet the Standards, remediation may be required before the project can be certified, or the project 
may be denied.   

In order to certify a project, DHR/NPS requires the property owner’s attestation that: 
• The project has been conducted according to the approved Part 2: Description of Rehabilitation application, and that 

the work is consistent with the Standards;
• Ownership of the property has been properly structured and is accurately represented; and
• All expenses have been properly incurred and are eligible for the rehabilitation tax credits according to State and 

Federal regulations.

Photographs submitted with the Part 3 application, “Request for Certification of Completed Work,” should fully illustrate the 
completed project. DHR/NPS Staff review the photos and the prior submissions to determine compliance with the approved 
scope of work and Standards. Additionally, DHR or NPS may conduct a physical inspection of the project to confirm that the 
completed work meets the Standards.  

For the State Program, a cost certification from a qualified Certified Public Accountant (CPA) is required in order to document 
and certify eligible project expenses.  All costs presented as eligible rehabilitation expenses must have been incurred by the 
property owner in connection with the specific project. Whether the required reporting is an Agreed-Upon Procedures (AUP) 
Report or an Audit depends on the total project cost: 

• An AUP will be conducted for projects with total rehabilitation expenses of less than $500,000 to provide assurance
that the expenses meet the requirements of the program and are eligible for the rehabilitation tax credit. The CPA’s
resulting AUP report, which includes a supporting schedule of rehabilitation expenses, a schedule of construction
costs, and relevant disclosure notes, must be submitted with the Part 3 application.  All costs presented as eligible
rehabilitation expenses must have been incurred by the property owner in connection with the specific project.

• An Audit will be conducted for projects with expenditures of $500,000 or more to provide assurance that the expenses
meet the requirements of the program and are eligible for the rehabilitation tax credit. The CPA’s resulting audit
report, which includes a supporting schedule of rehabilitation expenses, a schedule of construction costs, and relevant
disclosure notes, must be submitted with the Part 3 application.

Completing the Part 3 Form – please type all materials 
This page must be the official first page, must bear the applicant’s original signature, and must be dated. All relevant 
blanks and check boxes should be filled out. 

For the State Program, per Virginia Regulations the “Project/Phase Completion Date” is the date that the final physical 
rehabilitation cost was incurred/invoiced (not necessarily paid) at the property (this is often the date of the final invoice) -
OR- the date of the Certificate of Occupancy (CO). Both the “Project Start Date” and the “Project Completion Date” should 
match what is found in the CPA report.  All costs related to the overall project (or individual Phase) – both eligible and 
ineligible – should be reported on this page in the designated locations on the form. 

On page 2, list all additional owners with their current addresses and Social Security or Taxpayer ID Numbers; use 
additional sheets as necessary. If applicable for your project, please also submit a “Disclosure of Ownership” form. The 
Disclosure of Ownership form should be submitted ONLY when there is more than one legal owner of the building.  If a 
single LLC, LP, or other entity owns the building, even if there are multiple shareholders or partners in that entity, please 
do not submit a Disclosure of Ownership form. Where credits are to be syndicated, the ownership structure must be in 
place by the end of the year in which the property is placed in service.   

For the Federal Program, if the project completion date and the date the property is “placed in service” pursuant to IRS 
regulations are different, the date of the final physical rehabilitation cost is the date that must be reported on the form. 
Both the eligible rehabilitation costs and ineligible rehabilitation costs must be reported in the designated locations on the 
form. If the rehabilitation project was phased or involved multiple buildings that were functionally related historically, then 
the costs reported on the form must be the total costs for the entire project. 
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Additional Required Materials 
Photographs and Photo Key:  Provide photographs taken after the completion of the rehabilitation work showing the 
same views, in the same order, as in the Part 2 photos. If the approved floorplan changes prevent capturing the exact 
same views in the Part 3 pictures, please try to follow the Part 2 pictures as closely as possible, while supplementing with 
additional photographs documenting the new work.  Key photos to a floor plan, and if applicable, to a site plan. 

State Program-Only, Financial Documentation:  As noted above, either an Agreed-Upon Procedures Report or an 
Audit must be provided with the State Part 3 application, attesting to the expenses incurred during the rehabilitation.  The 
report must be prepared by an independent Certified Public Accountant qualified to practice in the State of Virginia. See 
the "Financial Certification Requirements" document for additional guidance.

REVIEW FEES: 
DHR and NPS each charge a fee for reviewing Part 2 and Part 3 applications. Review fees are based on the 
estimated/actual rehabilitation costs reported on the application forms. If the rehabilitation project is Phased and/or 
involves multiple buildings that were functionally related historically, the costs reported on the forms are the total costs for 
the entire project. Please note that review of the application will begin only when valid and complete payment is received. 
Review fees may be claimed as an eligible expense. 

Federal Review Fees 
Review fees for Federal projects are now paid electronically through pay.gov; NPS no longer accepts payments by check 
or credit card.  NPS will invoice the applicant by email for the review fee after they receive the application, which happens 
only after DHR completes their review and forwards the application and their recommendations to NPS.  For more 
information visit the NPS website: https://www.nps.gov/subjects/taxincentives/application-fees.htm.  

State Review Fees 
To cover costs associated with the administration and operation of the State HRTC Program, fees are charged in 
accordance with an established fee schedule.  These fees cover the cost of processing the State application only. 

Send your fee payment with the “Fee Schedule” document when you submit your application. Please indicate whether you 
are sending Part 2 or Part 3 review fee. Checks should be made out to the Virginia Department of Historic Resources. 
You can find the "Fee Schedule" document on the DHR website at https://www.dhr.virginia.gov/tax-credits/.   

ACTIONS AND OVERSIGHTS THAT MAY DELAY THE REVIEW OF 
YOUR PROJECT: 
The following are common issues when submitting HRTC applications and may result in a delay in the review of your 
project. 

Application 
• Failing to review the overall application and submittal materials to ensure that they are complete, well organized, 

and coordinated.
• Failing to submit two sets of all information when applying for both State and Federal credits.
• Submitting an incomplete first page or an outdated version of an application.

• Note that the appropriate “Ownership Status” box must be checked, as applicable, within the paragraph 
under the “Applicant/Owner” section of the application.

• An original signature must be included on the first page (or second of the State Part 3) of each 
application.  Photocopied signatures cannot be accepted by DHR or NPS.

• State application forms will say “REV. 2023” at the bottom of the page, and Federal application forms will 
say “Rev. 2019” at the top of the page.

• Submitting an incomplete application.
• All existing features and/or proposed work must be sufficiently described to allow the DHR/NPS Reviewer 

an understanding of the property’s character-defining features and how they will be impacted by the new 
work.

• For projects seeking Federal credits, all additional application pages (or Continuation Pages) must have 
a NPS application header. Be sure to include page numbers where applicable.
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Photographs  
• Documentation: Submitting an insufficient number of “before” photographs or failing to include photographs of all 

areas.   
• Quality: Submitting photos that are poorly and/or incorrectly printed, not printed on photo quality paper, unclear, or 

are taken without sufficient lighting.  
• Labeling: Failing to provide labels for the photos, not submitting a photo key, or not correctly referencing the 

photos within the application text or on the photo key(s).  

Drawings  
• Submitting unclear or incomplete drawing sets.  
• Submitting drawings with content that is too small to read.  
• Submitting revised drawings without highlighting the areas of change. 

Process 
• Leaving substantial completion work to future tenants and/or failing to inform tenants of tax credit project status.  

Note that all work, including tenant work that impacts character-defining features of the building, must meet the 
Standards and be submitted for review and approval.  

• Failure to pay the DHR and NPS Part 2 or Part 3 review fees.  

TOP REASONS YOUR PROJECT MAY BE DENIED: 
The top issues that can jeopardize the success of a tax credit project typically involve the failure to meet DHR, NPS, 
and/or IRS Regulations and requirements, and may most notably involve the lack of overall project compliance with the 
Standards.  

Programmatic Problems  
1. Submitting a finalized project design that cannot be easily modified.  

• DHR and/or NPS may require revisions to any submitted application so that the overall project scope 
meets the Standards. The obtainment of all local approvals and entitlements prior to submitting a project 
for HRTC Program review is done at the owner’s own risk, as work that does not meet the Standards will 
need to be revised.  

• Work required solely to meet an owner’s program, pro-forma requirements, and/or a new use may require 
revisions if the work is not compatible with the Standards and the character of the historic building.  

2. Inappropriate work to the structure or surrounding site. 
• All work associated with the project, including aspects of the work scope whose costs will not qualify for 

HRTCs, must meet the Standards and be reviewed and approved by DHR/NPS staff.   
• The work required to enable a new use must not adversely impact the character of the historic building or 

its surrounding environment. This can include, but is not limited to, new additions that are not compatible 
with the historic structure or new entrances required on primary elevations.  

3. New construction that overwhelms or competes with the historic building.  
• New additions and new construction can be approved for some projects.  The size, scale, and massing of 

the addition or new construction must be compatible with the original building and its setting. Not every 
historic building can support a modern addition.  

• Rooftop additions must be carefully designed to be compatible with the overall appearance of the building 
and its roofline. Generally, rooftop additions are only appropriate for buildings where the new work will not 
be readily visible when viewing the building from the surrounding site or public rights-of-way.  Due to the 
likelihood of visibility, rooftop additions are generally not appropriate on most low-scale structures (four 
stories or lower). 

4. Replacement of character-defining features without sufficient justification and/or documentation, or the use of 
inappropriate substitutes. 

• Adequate information must be provided to document the existing conditions and justify the need for the 
replacement of a historic feature. 

• Where replacement of a character-defining feature is approved by DHR and NPS, the replacement 
element must match the historic feature in design, dimensions, materials, and other visual qualities. 

• Synthetic replacements – vinyl, fiberglass, etc. – are not generally approved for use in projects seeking 
historic rehabilitation tax credits. 

5. Failure to finish spaces to a state compatible with the historic character of the structure.   
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• Character-defining spaces must retain their original level of finish. In general, all spaces within a building 
seeking participation in the HRTC Program should be brought back to their historic level of finish.  For 
historic industrial warehouses, this level of historic finish may include exposed brick walls, concrete 
flooring, and exposed structure; in historic offices or residences, the historic level of finish likely includes 
wall and ceiling flat finish, flooring, and trim.  

• “Mothballing” structures or spaces cannot be accomplished using the State or Federal HRTC Programs, 
as there is a Regulatory requirement for the buildings to be brought to a state of utility. 

Procedural Problems  
1. Project has been completed prior to submittal of the required application materials.   

• All work done prior to DHR and NPS review and approval is done at the owner’s risk. Work that does not 
meet the Standards may result in the requirement for remediation, or even in project denial.  The early 
submittal of a HRTC application can be critical to the success of a project to ensure all work meet the 
Standards.  

• The inability to provide sufficient “before” photographs of the building, taken prior to any work 
commencing, may be cause for denial of the project due to a lack of information. 

2. Failure to meet DHR, NPS, and IRS Regulations and requirements.  
• For the State Program, if the State Part 3 application is submitted more than one year after the project 

was completed, the building/project is ineligible for the Virginia HRTC Program. 
• For the Federal Program, an owner must submit a Part 1 application before a rehabilitated building is 

placed into service, unless the building is already individually listed in the NRHP and has no secondary 
resources (such as outbuildings).   

• The “material/substantial rehabilitation test” was not met. 
3. Insufficient written, drawing, and/or photographic documentation.   

• Lack of information may be cause for denial of a project.  
• Failure to provide requested information may result in a project that cannot be reviewed or approved. 

4. Failure to submit sufficient information regarding all work on the project.  
• All work must be reviewed, regardless of whether the costs associated with that work are eligible for the 

tax credit. 
• If work that does not meet the Standards is completed without DHR/NPS review and approval, 

remediation may be required, or the overall project may be denied. 
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